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OVERVIEW

The purpose of this reporting manual is to provide guidance for Coordinators’ use to
perform management and oversight of USDA cardholder transaction information. Coordinators
will learn to use Access® Online (AXOL) standard reports to create/build transaction
information in an effort to comply with the Office of Management and Budget (OMB) Circular
A-123. Step-by-step instructions are included in this manual to provide Coordinators with the
necessary instructions to obtain the desired results for effective oversight.

This manual also provides a description/purpose of the management and oversight report
and location of the report in AXOL. Questions concerning this manual are to be forwarded to
the USDA Charge Card Service Center at ccsc@da.usda.gov and the CCSC website at
www.da.usda.gov/procurement/ccsc.
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REPORTING

The Reporting function is divided into eight (8) major Report Categories. The AXOL
Standard Reports are further subdivided under each major category. The AXOL Standard
Reports will be used to create the USDA Management and Oversight Reports. The AXOL
Standard Reports can be scheduled for delivery at regular intervals. After scheduled delivery,
Coordinators can then use the AXOL Standard Reports to create the USDA Management and
Oversight Reports. NOTE: The USDA Management and Oversight Reports cannot be scheduled
for delivery at regular intervals. There are nine (9) AXOL Standard Reports; however,
Coordinators will only be using eight (8) to create USDA Management and Oversight Reports.
The 8 AXOL Standard Reports are:

Report Category | Subcategory AXOL Standard USDA Management Oversight
Reports Reports

la.Dormant\Low
Use Card Account

1) Account List 1b. Convenience
Report Check Privileges
1c. Managing |
Account Report
1) Program - ; 2) Request Status (Za. Request Status
Management {Admmlstratlon Gl ‘Report
3) Transaction . . )
3a. Pending
Approval Status -
Report Transactions
4) Account Spend 1 4a. Purchase Limit
Analysis Report ‘ Report
, . . 5a. Disputed
(. . ) . . Transactions
2) Financial Transaction 5) Transaction
Management Management Detail Report 7
5b. AO Final
Approval Report




Report Category | Subcategory AXOL Standard USDA Management Oversight
Reports Reports

6a. High Spend

Merchant Report
6) Top Merchant )
Spend Analysis

6b. High Spend

Merchant Detail

Report

3) Supplier
Management slesie

™

4) Tax and |
Compliance N/A N/A —_— N/A
P /

5)Administration A[User Management
>

Management
. a. System User
7) System User List __{Report
=

6) Report )
Scheduler { N/A { As Required —{/
~ J

8a. Convenience
Check Report

8b. Checks over

$2,500
7) Flex Data :
Reports { (No subcategory) ( 8) Flex Data Reports J
4 J

8c. Prohibited or
Questionable
Purchases Report |

8d. Approved
Transactions
Report




Report Category

Subcategory

AXOL Standard

Reports

USDA Management Oversight

Reports

g Y

8) Custom Report
from US Bank

\

-

(No subcategory-
report run by US
Bank monthly)

-

9) Potential Split
Requirements
Review Report

9a. Split
Transactions
) Report J

Reporting Calendar

The following chart outlines reporting date ranges for use in monitoring pending transactions:

Month 30-Day 45-Day 60-Day

January 12/1 -12/31 11/15- 12/31 11/1- 12/31
February 1/1-1/31 12/15 - 1/31 12/1-1/31
March 2/1—2/28 1/15 — 2/28 1/1 - 2/28
April 3/1-3/31 2/15 - 3/31 2/1 - 3/31
May 4/1 —4/30 3/15—4/30 3/1—4/30
June 5/1-5/31 4/15 —5/31 4/1 —5/31
July 6/1 —6/30 5/15 — 6/30 5/1 - 6/30
August 7/1-7/31 6/15—7/31 6/1—7/31
September 8/1-8/31 7/15 - 8/31 7/1 - 8/31
October 9/1 —9/30 8/15 —9/30 8/1-9/30
November 10/1 - 10/31 9/15 - 10/31 9/1-10/31
December 11/1-11/30 | 10/15-11/30 | 10/1-11/30

Blocked MCC Codes

Refer to the following link on the CCSC Website to view:

http://www.da.usda.gov/procurement/ccsc/pc gquides ref.htm



http://www.da.usda.gov/procurement/ccsc/pc_guides_ref.htm

Getting Started with Reporting in AXOL Step-by-Step

To begin the process, log into AXOL at https://access.usbank.com/ by following the instructions
below:

& Welcome to Access Online o

@m%@
U.S. Bank Access Online !

— \ A

Welcome to Access Online!

Personal | Business | hsttution / Government | About U.S. Bancorp

Contact Us
Login Please enter the information below and login o begin

Qfganliatlon Short Name:

Enter
UserID: e Organization Short Name

T, UseriD
Password / e Password

= Click Login

Forgot your password?

Reqister Online

Websie/Browser Requirements

©2010 U.S. Bancorp RO30.10040  usbceolS



https://access.usbank.com/

& Welcome To Access Online v e

Personal | Business | hstiution / Government | About U.S. Bancorp

@bﬂ_ﬂ!ﬁw U.S. Department of Agriculture

Message from U.S. Bank 09 0

53 — Welcome! You are viewing Access Online, the fatest innovation in our complete set of commercial card tools
Nata Exchanae Access Online is 3 web-enabled program management and reporting fool offering a feature-rich platform that
tan be easily configured and deployed to meet the unique needs of our clients. Our clients have the abilityto
implement the features and functionaldy that best support and/or enhance thelr business processes. Access
Online hamesses the power of the Intemet within 3 secured environment bringing our clients online access to
their payment solutions anybime, anywhere. When our clients are ready, s0 is Access Online

Select Reporting

U.S. Bancorp




Personal | Business | hsttution / Government | About U.S. Bancorp

@%ﬂ! . U.S. Department of Agriculture

U.S. Bank Access’ Online y 4

Active Work Queue s . g
System Administration Repomng J

e LLECUN  Program Management Tax and Compliance Management
CLEERRREIEEURY  General program management actiities and monitr Estimate salesiuse tax, track spending for 10991057

Data Exchange company policy compliance vendors, and perform other reguiatory reporting.
Account Information

Financial Management Administration
Monitor expenditures, rack variances and manage account  These reports allow administrators to support system
allocations. functionality

Supplier Management

These reports manage supplier relationships, support
supplier negotiations, and manage spending by category

Select one of the 8 major Reporting
categories from this screen or in the
left side navigation bar to obtain

Report Scheduler required report. Refer to chart of
View and maintain current scheduled reports reports on pages 1-3

Flex Data Reporting
Home Create and maintain aghoc reports

ContactUs
Custom Reports

Create and configure custom reports

RO 10040  usbeol$




{ Program Management

Cbank

muw&-—n@'ﬂ

U.S. Bank Access Online

——_-Ak

Request Status Queue
Active Work Queue
System Administration
Account Administration
Transaction Management
Data Exchange

Account Information
Reporting

Financial Management
Suppler Management
Tax and Complance
Management

Custom Reports

My Personal Information

Home
Contact Us

Program Management

Spend

Account Spend Analisis
Summary of account spending (excluding merchant detail)

Cash Advance
Detail of account cash advances including transaction
amount, date, and reference number

ining Balance/Manaqed Spen
Summary and detail information on declining balance
accounts by name and account number

Administration

Account List
Frequently used account level information such as open date,
[asttransaction date, single purchase fimit, credit imit, etc.

Account Maintenance Effective Dating Activity
Detailed history of effectve dated account maintenance

actmity

Account Status Change
An exception raport that lists accounts with a change status of
[ostistolen, closed, or re-opened

Declined Transaction Authorizations

Declined Transaction Authiorizations report provides details of
declined ransaction authorizations information along with
related account and merchant information

Request Status Queue
History of changes made {0 Accounts

Transaction Approval Statu
Transaction Approval Status for Cardholder Accounts

’,' v

About U.S. Bancorp

Personal | Busiess | hsttution / Government |

U.S. Department of Agriculture

. Vi
* Log Out

Delinquency Management

Account Suspension
Provides information on open accounts that are past due and

suspended or pending suspension

Charge-Off
Information on accounts that have been charged off including

charge-off date, balance charged-off, and recovery amount

Past Due
Accounts with past due balances and the number of times
past due situations have occurred

Allocation Rules Management

Merchant Allocation Rule Sets
Summary of merchant allocation rules sets and detail of
associated allocation rules

Click Account List. Refer to Section
lc in the ‘Reports in AXOL’ section
below for detailed instructions on
querying this report.




@ Account List )

Personal | Busness | In

’ @bank U.S. Department of Agriculture

"""-"""'—'Q?’
U.S. Bank Access Online

Request Status Queue U e |
AchHs Wtk Ovewe Program Management * Loy Oct

System Administration
e gl Account List

Transaction Management

Data Exchange By default this report will return 3l results associated with blank fields, unless otherwise noted. To limit
Account Information results, enter specific criteria in blank fields
Reporting
‘ "= required
Financial Management
Suppler Management Date

Last Maintained Date Range: @ Account Open Date Range Pending Renewal Date Range
Start Date End Date

Custom Reports .,_‘ s
My Porsonal information Refer to Section 1c in the
Account Information ‘Reports in AXOL’

Account Status «— | section below for data

Hold down the Ctrl key to make multiple selections. elements to select for this

Home { Blank report
Contact Us AV-Open | '

{B1-Temp Open
B2-Temp Open v

m »

Account Type
Cargholder Account  +

Method

Hold down the Ctrl key to make multiple selections
Data Feed -
File
Manual
Online ¥

Additional Detail
Selected options allow a dnll-down to additional detail if available

Demographics Default Accounting Code Merchant Authorization Control Details Fleet Information




1 Account List N

& Pop-up blocked. To see this pop-up or additional options click here...

Additional Detall
Selectad options allow 3 drill-down o additional detail if available

| Demographics Defaull Accounting Code || Merchant Authorization Control Details | Fleet Information
V) Account Information Authorization Limits "\ Merchant Authorization Control Limits

Account Comments
Select "Yes" to include available Account Comments in the Report OU

Yes © No "\

Sort Report By

AccountName v Account Status No Sort v

© Ascending Order © Ascending Order X Ascending Order @ Ascending Order
Descending Order ~ Descending Order nding Order gscending Order

Report Output

Excel v Refer to section 1c

in the ‘Reports in

AXOL’ section
below for data

End : elements to select

to query this report.

Output Parameter Page Placement
Selection defines the location of the Parameter Page details on the report output

Group Report By

Processing Hierarchy Position: *
If selected, a processing hierarchy position is required.
Bank: Agent  Company. Diision: Depatment

3059 0725 reh for Position or Add Multipl

9 Repoting Hierarchy Position]
If selected, a reporting hierarchy position is required.
Bank Levelt. Levelz  Lewel3  Lewld  Lewel5  Lewel6:  Level7

3059 00012 01201 00020 Search for Position or Add Multiple
_ Aocount Number(s)*
If selected, atleast one accountis required. Separate multiple accounts by a comma and no spaces.
Search for Accounts




@ Account List

o
-

LU R AT e OO TR I T T P oTpUT

Yes @ No

Sort Report By

Account Name v Account Status v NoSort

O Ascending Order O Ascending Order

@ Ascending Order

v NoSor v

9 Ascending Order
Descending Order

Descending Order Descending Order Descending Order
Report Output
POF v \

Output Parameter Page Placement
Selection defines the location of the Parameter Page details on the report output

End v

Refer to section 1c in
the ‘Reports in
AXOL’ section
below for data

Group Report By —

9 Processing Hierarchy Position:*
If selected, 3 processing hierarchy position is required
Bank Agent Company. Dmision.  Department

a9 0725

Reporting Hierarchy Position: *
If selected, 2 reporting hierarchy position is required

Bank Level!,  Level2  Level3  Leveld  Leweld  Level

059 00012 01201 00020

Account Number(s)”

elements to select for
this report.

Search for Position or Add Multiple

Level 7

Search for Position or Add Multiple

If selected, 3t least one accountis required. Separate muliple accounts by a comma and no Spaces

Search for Accounts

P
<«

RunReport X Reset M Croate Schoduled Report

<< Back to Program Management

Click Run Report.
Repeat previous
steps to query
reports listed in this
manual.

10




Reports in AXOL

The following reports are available to improve management and oversight of the USDA
Purchase Card Program. Reports highlighted in ‘yellow” are the AXOL Standard Reports. The
reports highlighted in ‘blue’ are the corresponding USDA Management Reports that can be
created from the AXOL Standard Reports.

* NOTE: If you have problems running the reports, please check to see if a ‘Pop-up Blocked’
notification is at the top of your screen. If there is a notification, you can select to ‘temporarily
allow pop-up’ or ‘download file.’

1) Account List Report

la. Dormant/Low Use Card Accounts Report - Report to determine need for a card, i.e., if it is
dormant or not being used frequently.

Location of the Report:
> Program Management
> Administration

> Account List

Data Elements to Select

> Date- Do Not Select a Date Range (Default 'Last Maintained Date Range')
> Additional Detail- 'Account Information'

> Report Output- "Excel’

> Reporting Hierarchy Position- enter hierarchy info

Required Columns to Review in Excel Report for Adequate Oversight
(column letter-column header name)

NOTE: To determine whether an account is dormant, compare Column N ‘Open Date’ with
Column Z ‘Last Transaction Date.” If the card is dormant, in Column Z, the Last Transaction
Date will be an older date (i.e., date in 2008) or there will be zeros if the card has never been
used.

A- Account Name

C- Account Number

E- Status Description

F- Lost/Stolen Account
G- Replacement Accounts
L- Current Balance

N- Open Date

R- Checks

Z- Last Transaction Date

11



AA- Last Maintenance Date

Al-AO- TBR Level 1-7

AQ- Managing Account Name

AS- Managing Account Address

AU- Managing Account City

AV- Managing Account State/Province
AW- Managing Account Zip/Postal Code

Report Output- Excel

Report Run By- CCSC (LAPC/APC- optional)

Report Frequency- YEARLY (Note: If needed, the report can be run at any frequency as last
transaction date will appear.)

1b. Convenience Check Privileges Report - This report shows who has convenience check
authority.

Location of the Report:
> Program Management
> Administration

> Account List

Data Elements to Select

> Date- 'Account Open Date Range'

> Account Status- 'ALL'

> Additional Detail- 'Account Information'

> Account Comments- 'NO'

> Report Output- "Excel’

> Reporting Hierarchy Position- enter hierarchy info

Required Columns to Review in Excel Report for Adequate Oversight
(column letter-column header name)

A- Account Name

C- Account Number

E- Status Description

F- Lost/Stolen Account
G- Replacement Accounts
R- Checks

Al-AO- TBR Level 1-7

Report Output- Excel

Report Run By- LAPC and APC

12



Report Frequency- MONTHLY (report should be run monthly, but can also be run at anytime by
LAPCs & APCs as needed as well)

1c. Managing Account Report - This report identifies the cardholders within an agency by level
number by LAPC (Managing Account is LAPC). Levels 3 & 4 can view all Level 5 LAPCs in
their region and the card accounts they manage. Level 5 LAPCs can view the card accounts they
manage by cardholder or managing account.

Location of the Report:
> Program Management
> Administration

> Account List

Data Elements to Select

> Date- 'Account Open Date Range'

> Account Status- 'Open’

> Account Type- 'Cardholder Account'

> Additional Detail- 'Account Information'

> Account Comments- 'NO'

> Report Output- "Excel’

> Reporting Hierarchy Position- enter hierarchy info

Required Columns to Review in Excel Report for Adequate Oversight
(column letter-column header name)

A- Account Name

C- Account Number

Al-AO- TBR Level 1-7

AQ- Managing Account Name

AS- Managing Account Address 1

AU- Managing Account City

AV- Managing Account State/Province
AW- Managing Account Zip/Postal Code

Report Output- Excel

Report Run By- LAPC, APC, and Dept Level

Report Frequency- MONTHLY

13



2) Request Status Queue Report

2a. Request Status Report - This report is for maintenance purposes to list all requests initiated
by the Coordinator (i.e., hierarchy changes, limit changes, re-orders of convenience checks,
etc...)

Location of the Report:
> Program Management
> Administration

> Request Status Queue

Data Elements to Select
> Report Output- "Excel’
> Processing Hierarchy Position- enter hierarchy info

Required Columns to Review in Excel Report for Adequate Oversight — N/A

Report Output- Excel

Report Run By- APC and Dept Level

Report Frequency- MONTHLY

3) Transaction Approval Status Report

3a. Pending Transactions Report - Report of pending transactions within 45 and/or 60 days.
Used to monitor approval and final approval of purchase card transactions and issue warnings of
card and account de-activation. Two reports should be extracted from the ‘Pending Transactions
Report".

1) Pending Cardholder Approval Transactions
2) Pending Manager Approval Transactions

Location of the Report:

> Program Management

> Administration

> Transaction Approval Status

Data Elements to Select

> Date- 'Posting Date Range'

> Transaction Included- 'ALL'

> Report Output — Select ‘Summary Output’ and ‘Excel’
> Reporting Hierarchy Position- enter hierarchy info

14



Required Columns to Review in Excel Report for Adequate Oversight
(column letter-column header name)

A- Name (Account Name)
C- Account Number

E- Managing Account Name
J- Number of Transactions
K- Total Transaction Amount
M- Final Approved Amount
U- Transaction Date

V- Posting Date

X- Merchant Name

Y- Transaction Amount

AB- Approval Status
AT-AZ- TBR Level 1-7

Report Output- Excel

Report Run By- CCSC, LAPC, APC, and Dept Level

Report Frequency- Report is run every 45 days on the 15th of the month with final deadline to
approve at day 60. Please use the calendar provided in this guide.

For example:

e Oct 1- Reporting period start

e Nov 15- Run the report (45 day mark)

e Nov 30- Deadline for final approval (if there are any accounts with outstanding
unapproved transactions, that account along with ALL other card accounts under the
managing AO, regardless of status, will be temporarily suspended)

e Dec 1- New reporting period begins

4) Account Spend Analysis Report

4a. Purchase Limit Report - Report for Coordinators to assess all cardholders in the agency and
whether they have the appropriate credit limit or need an increase in their limit and determine the
need for the card- run by last name, first name and credit limit. This helps reduce the amount of
purchase cards in the agency and with monitoring and setting realistic limits.

Location of the Report:

> Program Management

> Spend

> Account Spend Analysis

15



Data Elements to Select
> Report Output- "Excel’
> Reporting Hierarchy Position- enter hierarchy info

Required Columns to Review in Excel Report for Adeguate Oversight
(column letter-column header name)

A- Name (Account Name)
C- Account Number

E- Managing Account Name
O- Number of Transactions
T- Credit Limit

U- Single Purchase Limit
Al-AM- TBR Level 1-7

Report Output- Excel
Report Run By- LAPC, APC and Dept Level

Report Freguency- Report can be run MONTHLY for one month review. CCSC will receive a
custom report quarterly for three month review period to send to each Level 3.

5) Transaction Detail Report

5a. Disputed Transactions Report- This reports helps check disputes to see if a credit has been
issued for the dispute. The report owner should also check for the status of the dispute and the
associated dates. (If the credit has not been issued, according to policy, the cardholder is
responsible)

Location of the Report:

> Financial Management

> Transaction Management
> Transaction Detail

Data Elements to Select

> Date- 'Posting Date Range' (use monthly calendar in guide)
> Reviewed Status- 'ALL'

> Disputed Status- Select 'Disputed’

> Additional Detail- Select 'Display Transaction Comments'
> Merchant Category Code Group- Select 'ALL'

> Report Output- Excel

> Reporting Hierarchy Position- enter hierarchy info

16



NOTE: If there are no disputed transactions, an HTML screen will appear:
“We're Sorry...The parameters you chose produced no output. Please close this browser window
to return to the previous menu and alter your selection.”

Required Columns to Review in Excel Report for Adeguate Oversight
(column letter-column header name)

A- Name (Account Name)
C- Account Number

E- Managing Account Name
M- Transaction Date

N- Posting Date

P- Transaction Amount

V- Transaction Status

W- Disputed Status

Report Output- Excel

Report Run By- CCSC, APC, and LAPC

Report Frequency- MONTHLY

5b. Approving Official’s Final Approving Report (for APHIS use only) - This is an optional
report that is available for managers that shows what the cardholder has purchased.

Location of the Report:

> Financial Management

> Transaction Management
> Transaction Detail

Data Elements to Select

> Transactions Included- Select ‘Approval Status’ and then Select ‘Final Approved’
> Additional Detail- Select 'Display Transaction Comments'

> Merchant Category Code Group- Select 'ALL'

> Report Output- Excel

> Reporting Hierarchy Position- enter hierarchy info

Columns to Review in Excel Report for Adequate Oversight
(column letter-column header name)

A- Name (Account Name)
C- Account Number

E- Managing Account Name
M- Transaction Date

N- Posting Date

17



P- Transaction Amount

V- Transaction Status

AF- MCC

AG- Merchant Category Description
AH- Merchant Name

AZ- ltem Description

Report Output- Excel

Report Run By- Managers

Report Frequency- Optional (at the Agency's discretion)

6) Top Merchant Spend Analysis Report

6a. High Spend Merchant Report - This report is used to strategic and e-sourcing by providing
an assessment to view which merchants the cardholders are purchasing frequently and in high
dollar amounts from and then possibly negotiating a BPA.

Location of the Report:

> Supplier Management

> Spend

> Top Merchant Spend Analysis

Data Elements to Select

> Data Elements automatically populate except for the following:
> Report Output- Excel
> Reporting Hierarchy Position- enter hierarchy info

Required Columns to Review in Excel Report for Adequate Oversight — N/A

Report Output- Excel

Report Run By- CCSC (LAPC/APC- optional)

Report Frequency- MONTHLY (Note: If needed, the report can be run at any frequency as last
transaction date will appear.)

18



6b. High Spend Detail Report - This report is used to strategic and e-sourcing by providing an
assessment to view which merchants the cardholders are purchasing frequently and in high dollar
amounts from and then possibly negotiating a BPA.

Location of the Report:

> Supplier Management

> Spend

> Top Merchant Spend Analysis

Data Elements to Select

> Data Elements automatically populate except for the following:
> Report Output- Excel
> Reporting Hierarchy Position- enter hierarchy info

Required Columns to Review in Excel Report for Adequate Oversight — N/A

Report Output- Excel

Report Run By- CCSC (LAPC/APC- optional)

Report Frequency- MONTHLY (Note: If needed, the report can be run at any frequency as last
transaction date will appear.)

7) System User List
7a. System User Report - This report identifies AXOL user ids and log in information.

Location of the Report:
> Reporting

> Administration

> User Management

> System User List

Data Elements to Select

> Report Type- Select ‘Detail’

> Report Output- Excel

> Reporting Hierarchy Position- enter hierarchy info

Required Columns to Review in Excel Report for Adequate Oversight — N/A

Report Output- Excel

Report Run By- CCSC, LAPC, and APC

Report Frequency- As Required

19



8) Flex Data Reports (or Transaction Detail Report)

8a. Convenience Check Report - This report is a method to help eliminate and decrease the
amount of convenience checks written. The report owner should perform oversight with:
¢ Verifying who was writing the convenience checks

¢ Confirming that information entered is in compliance with USDA check writing policy
(i.e., TIN/EIN/SSN info, waiver code, replacing “Illegible Payee” with appropriate
merchant name, goods received date, and item description)

¢ Review the vendors paid by check and confirm whether or not they will take a credit card
for payment

e Report listing convenience checks written > $2,501

Location of the Report:
> Flex Data Report

How to Run the Flex Data Convenience Check Report:
1) Select Flex Data Reporting
2) Create a new report
e Select 'Transaction' (default setting)

3) Select 'Create’
4) Report Output and Select 'Excel’ (default)
5) Go to the Tab named 'Select Report Data’
6) Select the following:
> Hierarchy

* Account Number (default)

* Report Hierarchy & select the Filter 'radio button’
> Account

* Account Name

* Managing Account Name
> Merchant

* MCC & select the Filter 'radio button’

* MCC Description

* Merchant City

* Merchant Name

* Merchant Postal Code

* Merchant State
> Transaction

* Posting Date

* Transaction Amount

* Transaction Approval Status

* Transaction Comment 1-5

* Transaction Date

20



NOTE: In this report, you have the option to rename the report columns.

7) Select Tab named 'Filter for Content’
8) MCC- enter 6051

9) Select 'Reporting Hierarchy'

10) Select Transaction Date Parameter

Required Columns to Review in Excel Report for Adeguate Oversight
Flex Data Reports only display the columns selected when creating the report (based on
instructions above)

Report Output- Excel

Report Run By- CCSC, LAPC, and APC

Report Frequency- MONTHLY

8b. Checks over (>) $2500 - Report listing convenience checks written >$2,501.

* Information on ‘Checks over $2,500° can also be extracted from the detail of the Flex
Data Report 'Convenience Check Report' in #8a

Location of the Report:
> This report is included in the detail of the Flex Data report 'Convenience Check Report' in #8a.

To view ‘Checks over (>) $2,500,” run the ‘Convenience Check Report’ as detailed in #8a
above and sort the ‘Transaction Amount’ column to view checks over $2,500. The next section
of this Guide, provides step-by-step instructions on how to add a filter to your spreadsheet for
column sorting.

How to Run the Flex Data Checks over (>) $2,500 Report:
Run the ‘Convenience Check Report’ as detailed in 8a. in this Guide.

Data Elements to Select - N/A

Required Columns to Review in Excel Report for Adequate Oversight — N/A

Report Output- Excel

Report Run By- CCSC and APC

Report Frequency- MONTHLY
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8c. Prohibited or Questionable Purchases Report - Report to identify questionable and
prohibited purchases by cardholder (i.e., telecom expenditures, Franklin Covey. The report
should be run by MCC.)

Location of the Report:
> Flex Data Report

How to Run the Prohibited or Questionable Purchases Report:
1) Select Flex Data Reporting
2) Create a new report
e Select 'Transaction' (default setting)
3) Select 'Create’
4) Report Output and Select 'Excel’ (default)
5) Go to the Tab named 'Select Report Data’
6) Select the following:
> Hierarchy
* Account Number (default)
* Report Hierarchy & select the Filter 'radio button’
> Account
* Account Name
* Managing Account Name
> Merchant
* MCC & select the Filter 'radio button’
* Blocked MCC (can only enter 10 blocked MCC codes at a time)
* MCC Description
* Merchant City
* Merchant Name
* Merchant Postal Code
* Merchant State
> Transaction
* Posting Date
* Transaction Amount
* Transaction Approval Status
* Transaction Comment 1-5
* Transaction Date

NOTE: In this report, you have the option to rename the report columns.

7) Select Tab named 'Filter for Content’
8) MCC- enter 6051

9) Select 'Reporting Hierarchy'

10) Select Transaction Date Parameter

Required Columns to Review in Excel Report for Adeguate Oversight
Flex Data Reports only display the columns selected when creating the report (based on
instructions above)
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Report Output- Excel

Report Run By- CCSC, LAPC, and APC

Report Frequency- MONTHLY

8d. Approved Transaction Report - This report identifies transaction information generated by
the bank, including information entered by cardholders for management and oversight review
and where the required fields that have not been completed by the cardholder (i.e., Comment
Field 2 (Agency Specific Data, Comment Field 4 (Goods Received Date), and Comment Field 5
(Item Description)).

* Information on ‘Approved Transaction Report’ can also be extracted from the detail of the
Flex Data Report "Convenience Check Report' in #8a. This information can also be
extracted from querying a Transaction Detail Report.

Location of the Report:
> This report is included in the detail of the Flex Data report 'Convenience Check Report' in #8a.
> This report is included in the Transaction Detail Report in #5.

To view ‘Approved Transaction Report,” run the ‘Convenience Check Report’ as detailed in
#8a above and sort the ‘Transaction Approval Status’ column to view the approved transactions
with missing required fields. The next section of this Guide, provides step-by-step instructions
on how to add a filter to your spreadsheet for column sorting.

NOTE: User should run the Flex Data "Convenience Check Report' in #8a and NOT select
MCC to view the approved transactions with missing required fields.

How to Run the Approved Transaction Report with Missing Required Fields Report:
Run the ‘Convenience Check Report’ as detailed in #8a in this guide and NOT select MCC to
view the approved transactions with missing required fields.

Data Elements to Select - N/A

Required Columns to Review in Excel Report for Adequate Oversight — N/A

Report Output- Excel

Report Run By- CCSC, APC, LAPC

Report Frequency- MONTHLY

23



9) Custom Reports

9a. Split Transactions Report - Report to view questionable transactions that appear to split,
e.g., same day/same merchant, purchases divided into several charges to stay within the
authorized single purchase limit.

Location of the Report:
Custom report will be delivered to each Level 3 Data Exchange mailbox

Report Output- Excel

Report Run By- LAPC, APC, and Dept Level

Report Frequency- Report can be run MONTHLY for one month review. CCSC will receive a
custom report monthly and send to each Level 3.

FPDS-NG Report

Instructions for the FPDS-NG Report are TBD
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USDA Agency Database Account Set-up Report

The ‘USDA Database Account Set-up Report’ is a custom report developed by the CCSC and
distributed to APCs monthly via a Microsoft Office Live Workspace (details on delivery of the
report are below). This report is used to:

o Certify that Coordinators and AOs have been correctly set-up in their own hierarchies
and are not managing their own account.

e Ensure that cardholders are set-up under their correct AO.

NOTE: This report is created each month using the processing side label as depicted in the table
below: Agent (Level 4) Company (Level 5) Division (Level 6) Department (Level 7)

TBR Levels Processing Hierarchy | Contact

100012

201201

3 APC APC

4 Agent Regional/Area APC
5 Company LAPC

6 Division LAPC or AO

7 Department LAPC or AO

‘USDA Agency Database Account Set-up Report’ Instructions

1) Coordinators with access to this report will receive an email invite to access the workspace.

» I

From: Microsoft Office Live Workspace [mailto:welcome@officeliveemail.com] On Behalf Of ystamp@drtstrategies.com
Sent: Thursday, November 19, 2009 4:12 PM

To: clara@drtstrategies.com

Subject: ystamp@adrtstrategies.com shared Workspace 2 with you

r'; 3 Microsofte

. 3.0ffice Live Workspace

ystamp@drtstrategies.com shared "Workspace 2" with you

View "Workspace 2"

This was shared using Microsoft Office Live Workspace beta. a free service that allows
you to access your documents from almost anywhere and share your work with

others. Learn more
Click on the
hyperlink to
access the po—
workspace




2) The hyperlink will connect you to the workspace online to a page where you can Create Your
Account.

ffice Live Workspace Signup - Windows Internet Explorer provided by Comcast

T XS F > 5 foc 5 A ][44 | [3 =3
live.com = - . v &[4[ x| [@
File Edit View Favorites Tools Help

4 Favorites | 53 £ ~ €| Free Hotmail “¥? My Yahoo! & | ~ "¥? Yahoo! “W? Yahoo! Answers "¥? Yahoo! Downloads “¥? Yahoo! Mail

| € office Live Workspace Signup | @28 | dm - Page~ Safety - Tools~ @~

Microsofte

1 5
3.0ffice Live Workspace

Create Your Account *Required field

E-mail address: clarahickerson@gmail.com

*Password:

“Retype password:

First name:

Last name: ‘

why do you ask?

*Country/Region: | United States

A .
\&

Tiecret EPE_St’CT_: | Mother's birthplace | ! E
what's this? e = ".
= <

.-
*Secret answer:

*Type the
characters you see
in the picture:
What's this?

@ Help | Community |
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3) After you create your account, you will have access to the workspace as depicted below.
Select the document you would like to view by double-clicking on the hyperlink in the Name

column.

= Agency Hierarchy Pivot Tables - Office Live Workspace - Windows Internet Explorer provided by Comcast

[=E R
)

Go- 2

pace office live.com/”

v| 4| x| (e

File Edit View Favorites Tools Help

Tp Favorites | 53 @5 v @ FreeHotmail “¥? My Yahoo! &

| E‘} Agency Hierarchy Pivot Tables - Office Live Workspace

v "¥? Yahoo! “¥? Yahoo! Answers "¥? Yahoo! Downloads “¥? Yahoo! Mail

fir- 8

| fmn v Page v Safety v Tools~ @~ <

Ol oosore
. .0ffice Live Workspace

My Workspaces A | Shared With Me »

Documents Agency Hierarchy Pivot Tables
& racs for Twv

@ visa IntelliLink for USDA
@B Test

gg" DRiT¥Strategjes editor access. View sharing details.
& New Workspace

X

Medified

[l New v |l& Add Documents

Shared With Me
Name
Documents
01 - OS Hierarchy ... January 27
Lynn to Clara
02 - AMS Hierarchy... January 27
Workspace 2
03 - ARS Hierarchy... January 27
Agency Hierarchy Pivot Tabl
RD Hierarchy ... January 27
Deleted Items

&

Publish, save &
access files easier.

Get Office Live update

)9 Microsoft Corporation. All rights reserved. | Accessibility | SuppQrt | Legal |

08-RMA Hierarchy ... January 27

hy... January 27
11 - FS Hierarchy P... January 27
13 - OC Hierarchy ... January 27
14 - OGC Hierarchy... January 27
15 -RUS Hierarchy... January 27

6 - NRCS Hierarch... January 27

IEEEEEEEEEEEEA

i = SIS

10:3
10:
10:
10:
10:
10:

10:

10:

10:

&

33 AM
33 AM
34 AM
34 AM
34 AM

34 AM

10:3

10:3

S e

Modified by

|landerson@drtstrat...
landerson@drtstrat...
landerson@drtstrat...
landerson@drtstrat...
landerson@drtstrat...
landerson@drtstrat...
landerson@drtstrat...
landerson@drtstrat...
|landerson@drtstrat...
landerson@drtstrat...

landerson@drtstrat...

PIEE R el A v

Privacy

These are the Pivot Tables which compare Cardholder, Transaction Approvers, TSYS
Points of Contact and looks for issues where Hierarchy data may be out of compliance for
A123 purposes or for program management purposes.

gg Shared by landerson@drtstrategies.com. The workspace is shared with 9 people and you have

Size (KB)
640

735

Clara
Sign Out

a2

Share v

i

Favorites

Comment  Activity

Expand | Clos

shannon.marsh joined
workspace

"Agency Hierarchy Pivot
Tables" shared with
shannon.marsh@da.usda.:
fthodo@gmail.com;
linda.wilson@ars.usda.gov
veronica.nelson@wdc.usd:
henry.r.hansen@fs.usda.g

clara joined workspace

damien.sisca joined works

"Agency Hierarchy Pivot
Tables" shared with v
: L,

£ [ e S 5 M

¥ [ Send me activity e-mails [

Language v | @Help | Community | Feedback

Select the document you would like to view
by double-clicking on the hyperlink in the
Name column.
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4) You will be re-directed to a page to view the document selected online. If you would like to
save the document, click the Save As icon. (Note: Coordinators will only have viewing
capabilities)

Click the Save As icon to
save the document on your
hard drive.

{2 03 - ARS Hierarchy Pivot Table Jan 2010 - Agency Hierarchy Pivot Tables - Office Live Workspace - Windows Internet Explorer pro

—
@,\, Je |C3 } Ffice live.com/7wa= 1.0# : : arch RS Hief VW 3 | X !9!

File Edit View Favorites Tools Help

¢ Favorites | 93 €] == v | Free Hotmall “¥? My Yahoo! £ | v "¥7 Yahoo! “¥? Yahoo! Ansgers "¥? Yahoo! Downloads "¥? Yahoo! Mail

- = »
©3 03 - ARS Hierarchy Pivot Table Jan 2010 - Agency Hie... f2 - B = & - Page- Safety~ Toos- @~

Clo wooore
. 12.0ffice Live Workspace Clara

Sign Out

My Workspaces A Shared With Me » Agency Hierarchy Pivot Tables » v

Documents 03 - ARS Hierarchy Pivot Table Jan 2010 x E o :
& pBCs for vy Click here to type a description X3 ‘ts" :g &° o @

Edit SaveAs Versionv Share v Comment Activity Close

gﬁ Visa IntelliLink for USDA
)‘.g Test @ Shared by landerson@drtstrategies.com. The document is shared with 9 people and you have editor access. View sharing details.

@5 DRT Strategies page[ 1 |of3b
& rategie age| 1 jo -

& New Workspace

Shared With Me Pivot

Documents A

B T~_H

Lynn to Clara

Workspace 2

Agency Hierarchy Pivot Tabl

Deleted Items Agent [Company |Division |Department |TSYS POC Approver Carcholder
725 SABRINA BROWN P P

Halsey,Carlton
BROWN,SABRINA

RENAY WEISSMAN P
D

RENAY WEISSMAN P
9 P

10 15 WATSON,KELVIN A

© 2009 Microsoft Corporation. All rights reserved. | Accessibility | Support | Legal | Privacy Language v | @Heip | Community | Feegd

You can navigate the document through the
document online and scroll through the pages
by clicking these arrows.
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USDA Agency Database Account Set-up Report

I =1

A B C D E F G H 1 :

3 =

4 LVL3 |~ Agent | v Company| v Division v/ Department v TSYSPOC ¥ | Approver ¥ Cardholder hd

5 =23 27258 = = ~/SABRINABROWNP P =

6 =) ='Halsey,Carlton

7 = BROWN,SABRINA

8 =116315 = S ='RENAY WEISSMAN P P S

9 31 E =RENAY WEISSMAN P P =

10 =158 = WATSON,KELVIN A

11 = ELLEN HAMILTON

12 SCOTT A HANSCOM

13 VICKY LCRONE

14 =14 =TINA SHRADERP P S

15 = =ISHRADER,TINA

16 ='HANSCOM,SCOTT

17 = PATSY | GRAVES

18 XIWEN WU

19 =113 = SUSAN FUGATEPP =

20 = =/ FUGATE,SUSAN

21 =12 “MICHAELESMANP P =

22 = = ESMAN,MICHAEL

23 = LATASHA T BURL

24 =11 “MARIAPISAPP S

25 = = PISA,MARIA

26 S DANIEL LECH

27 ELLEN L MANN .

29 CSUADAOAM D AINDI CTAAM "

44> M| Pivot - Sheetl  TSYS Hierarchy .~ Sheet3 ¥J [ E |

1) If the TSYS POC is not correct, the Coordinator should prepare the POC Maintenance Form
to update the point of contact. This form is located in US Bank Civilian Forms at:
http://www.usbank.com/cgi_w/cfm/inst_govt/products_and_services/pdf/Forms2008/civilianFor

ms/purchaseCard/PointContactMaint3059v2.5.209.pdf.

Or click on the PDF file below to directly view and save the form.

L

PointContactMaint30
59v2.5.209. pdf

2) If the Approver POC needs to be changed, the Coordinator should go into AXOL in ‘User
Profiles” and make the correction.

3) If the TSYS POC and/or Approver POC need to be deleted, the Coordinator should go into
AXOL in ‘User Profiles’ and make the correction AND also prepare the POC Maintenance Form
located in US Bank Civilian Forms.
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Report Format- Adding a Filter

All reports should be run in ‘Excel’ format to maximize abilities to manage and review the
report. To help sort large amounts of information provided in the report spreadsheet, there is a
feature available in Excel to add a filter to the header row:

1) In the report spreadsheet, highlight the entire header row in the report.

Header
Row

0n) d 9
= mage
A nnom 1 Ax e EA | Genern
g UG S-A EEEEE H % WA &
5] Agenc 5|
B D E H i
Emergency
> purchase -
Cardholder Cardholder Purchase Notified) or OCIO.
Apency SaTibelder Caribokie  Purch Merchant tam: Amount Item Description arer o pice T2k
urc

2) In the upper right corner of the spreadsheet options/commands, click on the ‘Sort & Filter’
icon (shown below)

If you do not see this filter in the upper right corner of your spreadsheet, then click on the ‘Data’
tab on the top of your spreadsheet and click on the ‘Filter’ icon (shown below)

Oa d ) - s Telecom Svcs 2nd patibility Mode] - Microsoft Exce - 8 X
j Home Insert Page Layout Formulas Data Review View Add-Ins @ - =7 X
£z From Access = ‘-\ ﬂ Lb] Connections 4l “Aj f‘ { TI =N || Data validation ~ = %= @Zj Q;J <=
g From Web Uy = &1 s propertie Llr . & Rea = Fi Consolidate = o 2
sy From Cther = Existing P.efresh ﬁl Sort Filter s Text to Remove_ B ot AL bt Group Ungroup Subtotal
[EE| Sources~ | Connections Al 7 Advanced || Columns Duplicates =2 What-If Analysis vz 5
Get External Data Connections Sort & Filter Data Tools Qutline ]
I‘ Fi3 - %] 73.79 ¥
A B C D E @ H E
Emergency =
Purchase (0CIO | , 1
Agency Catdholer CavahGler piircliage Merchant Name Amount Tt Destiiption Notified) or OCH), Take
Last Name First Name  Date Waiver in Place Al
Prior to
5 Purchase? (Y/N)
6 IT  ADAMS JENNIFER 8-Jan-04 AOL ADVERTISING APQUEST T INECT - FORT COLLINS
7 IT  ADAMS JENNIFER 22-Mar-04 BROCADE COMMUNICATION
8 T BEANS CHERYL 17-Mar-04 NEXTEL WIRELESS SVCS| 49
9 T BODERICK  SHARON 17-Mar-04 NEXTEL WIRELESS SVCS $249.99 Dr. Parham Blackberry
10 IT  FOLSON MILDRED 8-Jan-04 NEXTEL WIRELESS SVCS $609.49 Payment for Nextel phone bill to restore services.
1 IT  LARKINS CYNTHIA 31-Jan-04 NEXTEL WIRELESS SVCS $60.36
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3) Filter icons will appear in each cell of the header row which will give you the option and
flexibility of filtering/selecting the information you would like to view in the report at any time.

HY-0 > Telecom Sves 2nd Qtr FY04-IT [Compatibility Mode] - Microsoft Excel - =
Home Insert Page Layout Formulas Data Review View Add-Ins 'Q) - x
£ From Access Ly Ly’ ﬁ [55) connections Al @ ‘? & Clea = = l= |24 Data validation ~ 2z
=g From Web 1y S 2l properties Fllzia (> Reapply EE) E [T Consolidate Y =2
From Other Existing Refresh Zl Sort Filter Textto Remove N A i Group Ungroup Subtotal
PjFromText  Sources~ | Connections Ally =2 Edit Links A X Advanced || Columns Duplicates =2 What-If Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Qutline &
I| A5 v fx | Agency . .
= = = = T = Filter icon =
Emergency
Purchase (0CIO Act
Cardholder Cardholder Purchase e Notified) or OCIO
Agency ot e Frniaal ™ Data Merchant Name Amount Item Description Waiv er)in Phace Tall(\eI
: 2 Prior to |
5 {~] [~] [~] [~] [~] {~] |~ | purchase? (v/| ~
6 T ADAMS JENNIFER 8-Jan-04 AOL ADVERTISING $7,000.00 MAPQUEST TRIP CONNECT - FORT COLLINS
7 T ADAMS JENNIFER 22-Mar-04 BROCADE COMMUNICATION $2,500.00
8 I BEANS CHERYL 17-Mar-04 NEXTEL WIRELESS SVCS $249.99
9 IT BODERICK  SHARON 17-Mar-04 NEXTEL WIRELESS SVCS $249.99 Dr. Parham Blackberry
10 IT  FOLSON MILDRED 8-Jan-04 NEXTEL WIRELESS SVCS $609.49 Payment for Nextel phone bill to restore services.
11 I LARKINS CYNTHIA 31-Jan-04 NEXTEL WIRELESS SVCS $60.36
1-10-04 Cell Phone Bill for Ira L. Hobbs
12 T LINKINS SHERRY 30-Jan-04 NEXTEL WIRELESS SVCS $217.23 DCN#3CIOW-0001
1/04 Cell Phone Service for Scott Charbo
13 Ir LINKINS SHERRY 16-Feb-04 NEXTEL WIRELESS SVCS $73.79 DCN#=3CIOA-0009
11-23 to 12-22 Cell Phone charges for Scott
14 T LINKINS SHERRY 16-Jan-04 NEXTEL WIRELESS SVCS $23.87 Charbo
2-18-04 Aether billed $563.40 to VISA in error for
1 year service in advance. Service was
terminated 2-13-04. This is credit for over billing.
Total amount due was $46.95 to cover February
15 T LINKINS SHERRY 9-Mar-04 BLACKBERRY BY AETHER/T -$516.45 2004 service costs.
16 I LINKINS SHERRY 18-Feb-04 BLACKBERRY BY AETHER/T $563.40
17 Ir STEVEN JAMES 17-Feb-04 T-MOBILE $571.96
T-MOBILE SERVICE PLAN
18 T TURNER LORETTA 18-Feb-04 T-MOBILE $100.56 PAYMENT 12/31-01/16/04
19 $11,704.19
20
21
M 4 » M| Sheet 1 <Sheetl ~¥J 0] m

Ready

Count: 9
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4) Click on the filter icon on the column you would like to filter and a drop down box will
appear with your filtering options. You may select all or choose from the list of entries in the

drop down box.

Purchase
Date

Merchant Name

x|

Al sotAtoz

Zl| sortztoA
Sort by Color »

Filtering options
Text Filters ¥ to choose from

] (Select All)

[C] AOL ADVERTISING

[} BLACKBERRY BY AETHER/T
[[]BROCADE COMMUNICATION
[CJNEXTEL WIRELESS SVCS

[ T-MOBILE

[[] ®lanks)

[ ok

}[ Cancel ]
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- = Telecom Svcs 2nd Qtr FY04-IT [Compatibility Mode] - Microsoft Excel - =
Home Insert Page Layout Formulas Data Review View Add-Ins '@) - B
g5 From Access 3 ' 5] connections Al T T] = = [ Data Validation ~ @E‘] 0 ]
- From Web St L T Properties Lzl & y 5=2 E [ Consolidate it =
From Other Existing Refrash S ﬁl Sort Filter 7 Textto Remove . i X o Group Ungroup Subtotal
HFromText  Sources~ | Connections || Al =2 Edit Link 7 Advanced || Columns Duplicates = What-If Analysis - -
Get External Data onnections Sort & Filter Data Tools Qutline &
II AS > £ | Agenc)\
A B C D\ E F G H
Emergency
Purchase (0CIO
Cardholder Cardholder Purchase e Notified) or OCIO
Agency Lt e Brat s Date Merchant Name Amount Item Description Waiver in Place
. - : < : s Prior to
5 {~] [~] [~] (vl v {~] |~ | Purchase? (v/ .~
6 IT  ADAMS JENNIFER ’L‘i SortAtoZ $7,000.00 MAPQUEST TRIP CONNECT - FORT COLLINS
7 IT ADAMS JENNIFER Zl SortZto A $2,500.00
A ortZto A
8 31 ] BEANS CHERYL $249.99
9 | IT BODERICK SHARON Sortiby Color 4 $249.99 Dr. Parham Blackberry
10 IT  FOLSON MILDRED & $609.49 Payment for Nextel phone bill to restore services.
11 IT LARKINS CYNTHIA » $60.36
1-10-04 Cell Phone Bill for Ira L. Hobbs
12| T LINKINS  SHERRY extEifters £ $217.23 DCN#3CIOW-0001
(] (Select All) 1/04 Cell Phone Service for Scott Charbo
13 IT LINKINS SHERRY [#] AOL ADVERTISING $73.79 DCN=3CIOA-0009
[W]BLACKBERRY BY AETHER/T 11-23 to 12-22 Cell Phone charges for Scott
14 IT  LINKINS SHERRY [¥] BROCADE COMMUNICATION $23.87 Charbo
[]NEXTEL WIRELESS SVCS 2-18-04 Aether billed $563.40 to VISA in error for
[¥] T-MOBILE 1 year service in advance. Service was
[ (Blanks) terminated 2-13-04. This is credit for over billing.
Total amount due was $46.95 to cover February
15 T LINKINS SHERRY -$516.45 2004 service costs.
16 T LINKINS SHERRY $563.40
17 Ir STEVEN JAMES $571.96
T-MOBILE SERVICE PLAN
18 IT  TURNER LORETTA : $100.56 PAYMENT 12/31-01/16/04
19 $11,704.19
20
21
4 4 » ¥ Sheet1 ~Sheetl ~¥J [ m
Ready Count: 9



5) Your filtered report with information from your selection will appear.

M4

- ™ i Telecom Sves 2nd Qtr FY04-IT [Compatibility Mode] - Microsoft Excel - =
Home Insert Page Layout Formulas Data Review View Add-Ins 'Q) - 2 X
g3 From Access 5 5 f] [55] connections Al EE ( K Clear = E'E |=4] Data validation ~ X
g From Web S S (= P rties LiA \{) Reapply = [ {¥& Consolidate k =2
From Other Existmg Refresh ﬁl Sort Filter 7, Textto Remove . e A - Group Ungroup Subtotal
[AFromTet Sources~ | Connections || Allv = 7 Advanced || Columns Duplicates =2 What-If Analysis ~ > i
Get External Data Connections Sort & Filter Data Tools Qutline =
AS v £ | Agency
A B C D E F G H
Emergency
Purchase (0CIO Act
Agency (S::h’; kr’r:: (I:‘?r;:htz:lnf Pu:;(;l;zse Merchant Name Amount Item Description "&;{v'e;_); ;&(‘::Ieo Tal;(:i
- = = = = = = Priorto |
5 iv) [~] {~] [~ | 7] (] |~ | purchase? (v// ~
2-18-04 Aether billed $563.40 to VISA in error for
1 year service in advance. Service was
terminated 2-13-04. This is credit for over billing.
Total amount due was $46.95 to cover February
15 IT  LINKINS SHERRY 9-Mar-04 BLACKBERRY BY AETHER/T -$516.45 2004 service costs.
16 IT  LINKINS SHERRY 18-Feb-04 BLACKBERRY BY AETHER/T $563.40
17 T STEVEN JAMES 17-Feh-04 T-MOBILE $571.96
T-MOBILE SERVICE PLAN
18 IT  TURNER LORETTA 18-Feb-04 T-MOBILE $100.56 PAYMENT 12/31-01/16/04
20
21
22
23
24
25
26
27
28
29
30
3
32
33
34

Sheet 1 Sheetl %1 &

[ m

Ready 4 of 14 records found

Count: 9
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6) If you would like to create a separate sheet/tab within the spreadsheet with this filtered
information and then right click on the bottom tab named ‘Sheet 1’ and select ‘Move or Copy’

A B S D E F G H
Emergency
Purchase (0CIO
Cardholder Cardholder Purchase e Notified) or OCIO
Al Merchant N Al t Item De: ti & i
9ENY | ast Name FirstHame Date cretant Rame moun EDESCrp N Waiver in Place
Prior to
5 > | > v | f> bl |v] | v | Purchase? (Y/. ~
2-18-04 Aether billed $563.40 to VISA in error for
1 year service in advance. Service was
terminated 2-13-04. This is credit for over billing.
Total amount due was $46.95 to cover February
15 m LINKINS SHERRY 9-Mar-04 BLACKBERRY BY AETHER/T -$516.45 2004 service costs.
16 m LINKINS SHERRY 18-Feb-04 BLACKBERRY BY AETHER/T $563.40
17 m STEVEN JAMES 17-Feb-04 T-MOBILE §571.96
T-MOBILE SERVICE PLAN
18 m TURNER LORETTA 18-Feb-04 T-MOBILE $100.56 PAYMENT 12/31-01/16/04
20
21
22 Insert...
23
24 Delete
25 Rename
. < Select Move or Copy
Move or Copy.
27
28 \.LJ View Code
29 &)y Protect Sheet..,
30 Tab Color 3
kil
32 Hide
a3
34 Select All Sheets | 4 | —
K 4> M| Sheet 1 7 smesrr—rormm— 0 m
Ready 4 of 14 recor: Count:9 HEE 5]} (= ).

Right click on Sheet 1
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7) Select ‘Create a copy’ and highlight ‘(move to end)’

BN T ® Tele SVes 2 tr FYO4-IT [Cq stibility N ft Excel - s

Home Insert Page Layout Formulas Data Review View Add-Ins @ - = x
g5 From Access L ' ﬁ [55) connections Al ? K Clear ;] E'E |=4 Data validation ~ QQEI “"ZB Lg{‘ =
g From Web S S L 4 Properties LA \@Reapply =SS = = g consolidate L= L= o= =3

From Other Existin_g Refresh e il Sort Filter 7, Text to Ren_wve T o Group Ungroup Subtotal
[HFromText  Sources~ | Connections || All> =2 Edit Links 7 Advanced || Columns Duplicates = What-If Analysis > 4
Get External Data Connections Sort & Filter Data Tools Qutline s
Il AS v fx | Agency
A B | C D E F | G H
Emergency
Purchase (0CIO
Cardholder Cardholder Purchase o Notified) or OCIO
Agency Lt e Brat s Date Merchant Name Amount Item Description Waiv er)in Place
. - L — — = — Priorto |
5 =] [~] [~] [~] 17| (] |~ | purchase? (/| ~
2-18-04 Aether billed $563.40 to VISA in error for
1 year service in advance. Service was
terminated 2-13-04. This is credit for over billing.
Total amount due was $46.95 to cover February
15 IT  LINKINS SHERRY 9-Mar-04 BLACKBERRY BY AETHER/T -$516.45 2004 service costs.
16 Ir LINKINS SHERRY 18-Feb-04 BLACKBERRY BY AETHER/T $563.40
17 IT _ STEVEN JAMES 17-Feb-04 T-MOBILE $571.96
Move or Copy T-MOBILE SERVICE PLAN
T-MOBILE $100.56 PAYMENT 12/31-01/16/04
Move selected sheets
To book:
iTeIecom Sves 2nd Qtr FY04-IT.xls v ‘
Before sheet:
g:eeill < i i ¢ >
T — Highlight ‘(move to end)
Create a copy
A
4 { » M| Sheet1 <Sheetl ~¥J ¢ IS m
Reddy 4 of 14 records found Count: 9

Select
‘Create
a copy’
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8) Your copied sheet will appear as the end tab in your spreadsheet and you can right click on the
sheet name, select ‘Rename’, and type in the new name of the sheet

r
A B c D E F G H
Emergency
Purchase (0CIO
Cardholder Cardholder Purchase oy Notified) or OCIO
Agency st o et Nara Date Merchant Name Amount Item Description Waivi er)'m Place
Prior to
5 > | > > | f> | |> | ¥ | Purchase? (Y/. ~
2-18-04 Aether billed $563.40 to VISA in error for
1 year service in advance. Service was
terminated 2-13-04. This is credit for over billing.
Total amount due was $46.95 to cover February
15 T LINKINS SHERRY 9-Mar-04 BLACKBERRY BY AETHER/T -$516.45 2004 service costs.
16 m LINKINS SHERRY 18-Feb-04 BLACKBERRY BY AETHER/T $563.40
17 m STEVEN JAMES 17-Feb-04 T-MOBILE $571.96
T-MOBILE SERVICE PLAN
18 m TURNER LORETTA 18-Feb-04 T-MOBILE $100.56 PAYMENT 12/31-01/16/04
20
21
§§ Insert...
Delete 9
2 Select ‘Rename
26 Move or Copy...
27
28 QJ View Code
29 &y Protect Sheet..,
30 Tab Color >
A
32 Hide
33
,3'1 Select All Sheets .
4 4 » M| Sheet1 Sheetl | Sheéewryzys = — T m
Ready  Filter Mode Count:9 |[EH e 1)

Right click on ‘Sheet 1(2)’
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9) Click back on the ‘Sheet 1’ tab and click on the filter from the header previously selected and
click ‘Select All’ to view the complete report in the first tab again

Ho- ™ > Telecom Sves 2nd Qtr FY04-IT [Compatibility Mode] - Microsoft Excel - 8
Home Insert Page Layout Formulas Data Review View Add-Ins ? o X
1§ From Access 5 5 j (_.‘ig_] Connections Al @ l? & Clear = E B [ Data validation ~ X
I Zv |Z|A EEE)NE -
=g From Web = S W s properties G Reapply S=21 [Fa Consolidate ==

From Other Existing Refresh
BFromText  Sources~ | Connections || Al = Edit Links

Zl Sort Filter Textto Remove ) Group Ungroup Subtotal
A X2 Advanced || Columns Duplicates =9 What-if Analysis ~ = =

Get External Data Connections Sort & Filter Data Tools Qutline &
Il A5 v (> fe | Agency
A | B | C D E F | G H
Emergency
Purchase (0CIO Act
Cardholder Cardholder Purchase e Notified) or OCIO
Agency ot e Frniaal ™ Data Merchant Name Amount Item Description Wanerc Phace TaI‘(\eI
= : 2 - Priorto |
5 i~ [~] [~] (v |7 [~] |~ | purchase? (v/. ~
%1 sotAtoz 2-18-04 Aether billed $563.40 to VISA in error for
ﬂ SortZto A 1 yeaj service in advancg. : Servicg was o
terminated 2-13-04. This is credit for over billing.
Softby Color y Total amount due was $46.95 to cover February
15 IT  LINKINS SHERRY K Clear Filter From “Merchant Name’ -$516.45 2004 service costs.
16 m LINKINS SHERRY » $563.40
17 T STEVEN JAMES $571.96
>
extpees T-MOBILE SERVICE PLAN
18 m TURNER LORETTA v (7] (Select All $100.56 PAYMENT 12/31-01/16/04
20 [#] ACL ADVERTISING
= / [¥] BLACKBERRY BY AETHER/T
. [#] BROCADE COMMUNICATION
[3 b
Click “Select All [ZNEXTEL WIRELESS SVCS
[ T-MOBILE

25 {Blanks)
26
27
28
29
30
31 :
32
33
34
M 4 » M| Sheet 1, BB& T-Mobile “¥#J 0] m
Ready Filter Mode Count: 9

Click back on ‘Sheet 1’
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10) The full report will appear in your main ‘Sheet 1’ report tab again and you will have the
separate filtered sheet as another tab in your spreadsheet labeled with the renamed tab (BB & T
Mobile in the example below).

e RE— L —
4 4 » ¥| Sheet 1 ~ BB & T-Mobile ,

H9- ™ Z Telecom Svcs 2nd Qtr FY04-IT [Compatibility Mode] - Microsoft Excel - =
2 Home  Insert Page Layout Formulas Data Review View Add-Ins @® - 9 x
g5 From Access Ly ' ﬂ [55) connections Al m ? ;} = = [ Data Validation ~ QQEI “2&’; 5
- From Web S S L 7 Properties AL eapply EEE] E {Fia Consolidate L= el ==
From Other Existing Refresh e il Sort Filter v Tedto Remove . .. _| Group Ungroup Subtotal
HFromText  Sources~ | Connections || All> =2 Edit Links 7 Advanced || Columns Duplicates = What-If Analysis > 4
Get External Data Connections Sort & Filter Data Tools Qutline &
|| A1 - %]
A | B c D E F G H
Emergency
Purchase (0CIO Act.
Agency ﬁ;c::hr:)a k;: (F:‘:'::':I.:?neer Pull;(;htzse Merchant Name Amount Item Description "‘:I::-v'e:r)i:';)gi? Ta';(:
: - - o - - - Priorto |
5 (x) (=] iz =] 4| (=) |~ |Purchase? (v/!~
6 IT  ADAMS JENNIFER 8-Jan-04 AOL ADVERTISING $7,000.00 MAPQUEST TRIP CONNECT - FORT COLLINS
7 I ADAMS JENNIFER 22-Mar-04 BROCADE COMMUNICATION $2,500.00
8 I BEANS CHERYL 17-Mar-04 NEXTEL WIRELESS SVCS $249.99
9 T BODERICK  SHARON 17-Mar-04 NEXTEL WIRELESS SVCS $249.99 Dr. Parham Blackberry
10 IT  FOLSON MILDRED 8-Jan-04 NEXTEL WIRELESS SVCS $609.49 Payment for Nextel phone bill to restore services.
11 Ir LARKINS CYNTHIA 31-Jan-04 MNEXTEL WIRELESS SVCS $60.36
1-10-04 Cell Phone Bill for Ira L. Hobbs
12 T LINKINS SHERRY 30-Jan-04 NEXTEL WIRELESS SVCS $217.23 DCN#3CIOW-0001
1/04 Cell Phone Service for Scott Charbo
13 T LINKINS SHERRY 16-Feb-04 NEXTEL WIRELESS SVCS $73.79 DCN#=3CIOA-0009
11-23 to 12-22 Cell Phone charges for Scott
14 IT LINKINS SHERRY 16-Jan-04 NEXTEL WIRELESS SVCS $23.87 Charbo
2-18-04 Aether billed $563.40 to VISA in error for
1 year service in advance. Service was
terminated 2-13-04. This is credit for over billing.
Total amount due was $46.95 to cover February
15 T LINKINS SHERRY 9-Mar-04 BLACKBERRY BY AETHER/T -$516.45 2004 service costs.
16 T LINKINS SHERRY 18-Feb-04 BLACKBERRY BY AETHER/T $563.40
17 Ir STEVEN JAMES 17-Feb-04 T-MOBILE $571.96
T-MOBILE SERVICE PLAN
18 IT  TURNER LORETTA 18-Feb-04 T-MOBILE $100.56 PAYMENT 12/31-01/16/04
19 $11,704.19
20
21

L

Ready

Full report is in
‘Sheet 1°

The filtered report is
in ‘renamed tab’
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Report Format- How to Search word(s) in a Report Column

1) Follow steps #1-4 in the instructions above on how to add a filter to the header row of your
spreadsheet.

2) Once you have added your filter to the header row, scroll over to the column where you
would like to search a word(s) and click on the filter icon to view the filter drop down box.
(ie: column AB is selected to search word(s) in the Merchant Category Description column)

pd
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N\ o 9 - o s Detail Trans report sample - Micpz€oft Excel = =
Home Insert Page Layout Formulas Data Review View Add-I @ - o x
=0 ¥ 75 S| = By ! —f1 | Sw=insert v - A
_‘, 5 Calibri 11 ||| S -——H ?7"| ; General v & %ﬂd L A ; e E]v Z?
Paste [y~ Tl < o o ||%8 00| Conditional Format Cell || ., Sort & Find &
he ! a i s |78 78 Formatting ~ as Table ~ Styles ~ tFormat ~ || (2~ Fitter~ Select~
Clipboard ™ Font F] Alignment v Number {F] Styles Cells Editing
I‘ AAL v | I I Merchant Category Desgdﬁion
& Al AB AC AD AE AF AG
Merchant |Taxpayer ID gt AP
MCC | Merchant Category Description Merchant Name Merchant City State/ Number
" Order Number | Account Name
: = - = - [T | IR = =
2 5021 WHOLESALE OFFICE FUR 'zl SortAtoZ 619-3353 NY '133685351
3 5969 OTHER DIRECT MARKETER ﬁl SortZto A 2810423 MN '00000229
4 5943 STATIONERY STORE/SUPPLIES Sort by Color » JERVILLE I ’820100890  1-291837/P-9281
5 5943 STATIONERY STORE/SUPPLIES % A472-6473 IL ’820100890
B 5943 STATIONERY STORE/SUPPLIES ¢ ERVILLE IL '820100890 1-636640/P-911¢
7 5085 WHOLSALE INDUST SupPP s RLAND PARK KS '743064203
13
8 | 5111 WHOLESALE OFFICE SUP b i RENCE NC 7210543420
9 5399 MISCELLANEOUS GENERAL MER [ (Select All) Al [ENTRY RI "27042
10| 5999 MISCELLANEOUS AND SPECIAL LA ADVERTIING SERNICES AHONTAS AR
5 - = [¥] ART DEALERS & GALLERIES 2 2 v e
11| 5111 WHOLESALE OFFICE SU /500K STORES NT CHARLE MO 43101513
12 5021 WHOLESALE OFFICE FUR [¥JBUSINESS SERVICES -  OTHER BOCK TX
13 5943 STATIONERY STORE/SUPPLIES ) CATALOG MERCHANT ERVILLE L ’820100890  1-421538/P-903:
14| 5044 WHOLESALE PHOTO EQPT ] CHARITACLEROCIAL SERVICE LVERN PA 230334400 00006389
5 — [#] CLEANING AND MAINTENANCE v
15| 5111 WHOLESALE OFFICE SUP 1¥] COVBINED MATL PHONE o [MBLEE GA 582418487  gSclasse
16 2741 PUBLISHING/PRINTING < oo TR oarmenr "“’*") — |ATUR AL
17 9399 GOVERNMENT SERVICES-OTHE = NGTON VA '440553234
18 5111 WHOLESALE OFFICE SUP OKLYN NY "133174336
19 5943 STATIONERY STORE/SUPPLIES - JERVILLE IL ’820100890 1-399395/P-EGA
v
20 5111 WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO 431015139
v
21 5111 WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO 431015139
v v
22 9399 GOVERNMENT SERVICES-OTHER GSA/FAS ARLINGTON VA 440553234 03684242
23 5943 STATIONFRY STORF/SLIPAIIFS QFFICEFMAX CT*IN#399AAR NAPFRVII|F '370100390
M 4 » M| Pcard Detail Trans < #J
Ready



3) Select ‘Text Filters’ and a side box will appear with various search options. You may use
any of these options as needed. To search for a word or multiple words in the column, select

< 1 b
Contains’.
o) L 9 - ¥ Detail Trans report sample - Microsoft Excel - 8%
Home Insert Page Layout Formulas Data Review Add-Ins '9) -2
=0 % B = 1| (== ~ = = " Semnset~ | X - ;
Calibri - - A N[ == | . =
B 53 = =z £ % Delete ~ | (g~ Z Lﬁ
Bz U~ - x| | = ad v ~ o 9 ||%08 ;08| Conditional g . Sort& Find &
J l S| I Sl Rl & (|68 % Formatting ~ as Table ~ Styles ~ B Format ~ || 27 Fifter~ Select~
Clipboard ™ Font iF] Alignment F] {F Styles Cells Editing
I AAL > (2 I | Merchant Category Description
| Z AA | AB AC AF AG Tl
L)
Merchant |Taxpayer ID
Merchant Memo to
MCC | Merchant Category Description Merchant Name Merchant City State/
Provine ) Order Number | Account Name
1 52 v i £2 B2 = 52 £
2 5021 WHOLESALE OFFICE FUR Ql SortAtoZ 619-3353 NY
r
3 5969 OTHER DIRECT MARKETER il SortZto A 2810423 MN 00000229
4 5943 STATIONERY STORE/SUPPLIES Sort by Color » JERVILLE L 1-291837/P-9281
5 5943 STATIONERY STORE/SUPPLIES 472-6473 IL
B | 5943 STATIONERY STORE/SUPPLIES ERVILLE IL 1-636640/P-911¢
7 5085 WHOLSALE INDUST SUPP = RLAMID DADY VS
8 | 5111 WHOLESALE OFFICE SUP SR Eauals...
9 5399 MISCELLANEOUS GENERAL MERA (Select Al Boes Not'Equal., 27082
10| 5999 MISCELLANEOUS AND SPECIAL I ADYERTISING SERCES Begins With...
| 2 [¥] ART DEALERS & GALLERIES 5
1 5111 WHOLESALE OFFICE SUP Z|EOOK STORES Ends With...
12 | 5021 WHOLESALE OFFICE FUR USTNESS SERVICES - Cariains
13 5943 STATIONERY STORE/SUPPLIES [¥] CATALOG MERCHANT S 1-421538/P-903:
14| 5044 WHOLESALE PHOTO EQPT ACHARTTAREROCTAL SERVICE = "00006383
| = | EANING AND MAINTENANCE Custom Filter...
15| 5111 WHOLESALE OFFICE SUP COMEINED MATL PHONE 05c1a856
16 | 2741 PUBLISHING/PRINTING < el KAl o T ATUR AL
17 9393 GOVERNMENT SERVICES-OTHE! o == NGTON VA
18 | 5111 WHOLESALE OFFICE SUP oK Cancel OKLYN NY
19 5943 STATIONERY STORE/SUPPLIES L JERVILLE IL 1-399395/P-EGA
20 | 5111 WHOLESALE OFFICE SUP ABM FEDERAL SALES INC INT CHARLES MO
21 5111 WHOLESALE OFFICE SUP ABM FEDERAL SALES INC AINT CHARLES MO
22 9399 GOVERNMENT SERVICES-OTHER| GSA/FAS ARLINGTON VA '03684242
23 | 5943 STATIONFRY STORE/SLPPLIFS QFFICFMAX CT*IN#8996A8 NAPFRVIIF 1| 1-899ARR/P-FGA
4 4 » ¥ | Pcard Detail Trans < #J ¢

Ready

1) Select

‘Text Filters’

2) Then Select ‘Contains’




4) After you select ‘Contains,” a Custom Auto Filter box will appear and you will be able to
select the parameters of your word(s) search.

!'/Eg H9-©-)+ Detail Trans report sample - Microsoft Exce - = x
- Home Insert Page Layout Formulas Data Review WView Add-Ins '@J - =7 X
_3 i Calibri - = g”@:‘ = General - ijf‘ ﬁ‘:@ _L;Lﬂl‘ ;:?sler: - ; - % ﬁ

3 elete * A
- |30l )| ottt Fom 2| ot | o fas S
Clipboard ™= Font L} j LF} (F] Styles Cells Editing
AAL v iQ
Z Show rows where: AD AE AF AG
Merchant Category Description
|contains v| [ ~| L. Merchant | Taxpayer ID Merchant Memo to
MCC || Merchant Cat City State/ Number
®and Oor Provinc (TIN) Order Number | Account Name
1 - [ v | v] 8
2 5021 WHOLESALE O NY 133685351
3 5969 OTHER DIRECT) Use ? ta represent any single character MN 700000229
4 5943 STATIONERY s Use "t represent any series of characters 1L '320100890  1-291837/P-9281
5 5943 STATIONERY S IL :820100890
B 5943 STATIOMERY S IL 220100890  1-636640/P-911¢
7 5085 WHOLSALE INDUST SUPP AMERICAN MIDWEST E OWVERLAMD PARK KS '?43064203
f 5111 WHOLESALE OFFICE SUP S & W MANUFACTURING FLORENCE NC "110543420
9 5399 MISCELLANEOUS GENERALMER  CORPORATE SIGMATURES COVENTRY il 7042

10 5993 MISCELLANEOUS AND SPECIAL PINMACLE FRAME #1 POCAHONTAS AR

11 5111 WHOLESALE OFFICE SUP ABN FEDERAL SALES INC SAINT CHARLES MO '431015139

12 5021 WHOLESALE OFFICE FUR BAKER OFFICE PRODUCTS, LT LUBBOCK TX

13 5943 STATIONERY STORE/SUPPLIES OFFICEMAX, CT*IN#421538 MNAPERVILLE IL '820100890 1-421538/P-903:2

14 5044 WHOLESALE PHOTO EQPT IKON-NORTH AMERICA MALVERN PA '230334400 ’00006389

15 5111 WHOLESALE OFFICE SUP MILLENNIUM SOLUTIONS INC CHAMBLEE GA ’58241848? 05cladse

16 2741 PUBLISHING/PRINTING SOUTHERN PRINTING COMPANY  DECATUR AL

17 9399 GOWVERNMENT SERVICES-OTHER  GSA/FAS ARLINGTOMN WA :140553234

18 5111 WHOLESALE OFFICE SUP URBAN OFFICE PRODUCTS INC BROOKLYN NY '1331?4336

19 5943 STATIONERY STORE/SUPBLIES OFFICEMAX CT*IN#399335 MNAPERVILLE IL '820100890 1-399395/P-EGA

20 5111 WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO '431015139

21 5111 WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO '431015139

22 9399 GOWERNMENT SERVICES-OTHER  GSA/FAS ARLINGTON VA 40553234 03684242

23 5943 STATIONFRY STORFE/SLIPPIIFS OFFICENMAX CT*INER99AAR MNAPFRWIIIF ’R?ﬂ'l 0790

4 4 » M| Pcard Detail Trans ¥

Ready

.4 start L@ "I @i - @er - @3r [ M2y - S21

r——'—_ —
Custom AutoFilter

Show rows where;
Merchant Category Description

corttalis F Select the parameters
is less than or equal to A f r rd rch
begins with oTyourwo (S) searc

does not begin with

ends with
does not end with =

Use ? TR
Use *Tto represent any series of characters

OK ][ Cancel ]
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5) For example, if you would like to see all transactions that have two words both in that
column, then type the word(s) you would like to search and click ;OK” (ie: you would like to see

description column)

all transactions that have the words ‘wholesale’ AND ‘office 1/4he Merchant Category

/

42

f C‘ H ™ ; = =
Home Insert Page Layout Formulas Data Revjew View Add-Ifis =]
= ¥ 2 = == == £ = }‘ﬂ ﬁﬁ m) || S=Insert ~ A?
B 2 Calibri 11 [A” a7l i L | (_] General _§_§] y e D .7 Lﬁ
Paste | B2 1 -[E|[S A 7 || o ) o Tasie sty - || EEAFomat~ || 2+ Fiters Seicts
Clipboard Font IF] il E Styles Cells Editing
Il AAL v om Auto
Z Show rows where: AD AE AF
Merchant Category Description
e || et Econtains v ‘ ‘wholesale / / v L Wcshant [ Fagiycein Merchant
ity State/ Number
ol ®and Oor ‘ / || (T|N) Order Number | Account Name
1 5 | contains vl |office / v Lz T‘L' ] 2
2 5021 WHOLESALE O NY 133685351
3 5969 OTHER DIRECT| Use ? to represent any single character MN '00000229
4 |  5943/STATIONERY s Use ™ torepresent any series of characters IL "820100890  1-291837/-9281
5 5943 STATIONERY S} I :820100890
B 5943 STATIONERY S IL 820100890  1-636640/P-911¢
7 5085 WHOLSALE INDUST SUPP AMERICAN MIDWEST E OVERLAND PARK  KS 743064203
8 5111 WHOLESALE OFFICE SUP S & W MANUFACTURING FLORENCE NC "a10543420
9 5399 MISCELLANEOUS GENERALMER  CORPORATE SIGNATURES COVENTRY RI 7042
10 | 5999 MISCELLANEOUS AND SPECIAL  PINNACLE FRAME #1 POCAHONTAS AR
1 5111 WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO "431015139
12 | 5021 WHOLESALE OFFICE FUR BAKER OFFICE PRODUCTS, LT LUBBOCK TX
13 5943 STATIONERY STORE/SUPPLIES OFFICEMAX CT*IN#421538 NAPERVILLE IL ’820100890 1-421538/P-903:
14 | 5044 WHOLESALE PHOTO EQPT IKON-NORTH AMERICA MALVERN PA 230334400 00006389
15 5111 WHOLESALE OFFICE SUP MILLENNIUM SOLUTIONS INC CHAMBLEE GA "582418487 g5cla856
16 | 2741 PUBLISHING/PRINTING SOUTHERN PRINTING COMPANY  DECATUR AL
17 9399 GOVERNMENT SERVICES-OTHER  GSA/FAS ARLINGTON VA "240553234
18 5111 WHOLESALE OFFICE SUP URBAN OFFICE PRODUCTS INC BROOKLYN NY "133174336
19 5943 STATIONERY STORE/SUPPLIES OFFICEMAX CT*IN#399335 NAPERVILLE IL "820100890 1-399395/P-EGA
20 5111 WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO "431015139
21 5111 WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO '4131015139
22 9399 GOVERNMENT SERVICES-OTHER  GSA/FAS ARLINGTON VA 440553234 "03684242
23 | 5943 STATIONFRY QTORF/QHPDI IFS QFFICFMAX CT*IN£393AAR NAPFRVII | F
M 4 » M| Pcard Detail Trans < #J
Ready



6) Then your spreadsheet will have filtered to only show you transactions that have the word(s)

you have selected for that particular column (as shown below).

|

% A e Microsoft Excel - 8 X
Home Insert Page Layout Formulas Data Review View Add-Ins ‘@
_3 * Calibri -1 H"?'J \@ General = Sé ::‘ﬂ Inset~ | X~ %? lﬁ
EE | 7 . % Delete ~ | [§]~ )
Ry | 8 o T o Tobie ~ tyes - || EZiFormat - || - Fier- setect~
Clipboard ™ Font Alignment F] Numb, F] Styles Cells Editing
AAL v fe | Merchant Category Description
& Detail Trans report sample Sl
i Al AB AC AD AE AF AG
Merchant | Taxpayer ID
MCC | Merchant Category Description Merchant Name Merchant City State/ N:lanyber Meschiant MEmoto
_ Al | provinee | () Order Number | Account Nar
1 £ 1= 2 £2 i~ 82 M i
__2“‘ 5021)\WHOLESALE OFFICE FUR SHOPLET.COM 212-619-3353 NY "133685351
L. 5111)WHOLESALE OFFICE SUP S & W MANUFACTURING FLORENCE NC '410543420
TS | 5111WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO '431015139
LZM 5021)WHOLESALE OFFICE FUR BAKER OFFICE PRODUCTS, LT LUBBOCK TX
1_5__ 5111WHOLESALE OFFICE SUP MILLENNIUM SOLUTIONS INC CHAMBLEE GA '582418487 g5cla8s56
v_‘l@_. 5111)WHOLESALE OFFICE SUP URBAN OFFICE PRODUCTS INC BROOKLYN NY '133174336
72!37‘ 5111WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO '431015139
A. 5111)WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO '431015139
2757‘ 5111WHOLESALE OFFICE SUP EAGLE INK & TONER LLC 800-7535447 FL '202607965
ﬁ'. 5111)WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO '431015139
'_2_9_._ 5111WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO '431015139
_3;_. 5111)WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO '431015139
‘gi 5111WHOLESALE OFFICE SUP WECSYS LLC MINNEAPOLIS MN '411946769 '20034985
.iU“ 5111)WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO '431015139
“‘SD__ 5111WHOLESALE OFFICE SUP PREMIER STATIONERS '2129471365 NY '137002440
i 5111)WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO '431015139
55_ 5111WHOLESALE OFFICE SUP ABM FEDERAL SALES INC SAINT CHARLES MO '431015139
: 58 | 5111)WHOLESALE OFFICE SUP BOSS INC GLENDIVE MT '810303278 'OODOODOOOOOOD(
59 5111WHOLESALE OFFICE SUP BOSS INC GLENDIVE MT '810303278 '0000000000000(
Al WHOLESALE OFFICE SUP MAGEE OFFICE PLUS RANDOLPH VT

2111

M 4 » ¥ Pcard Detail Trans < ¥J

Read

185 of 3128 records found
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Count: 186




